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I. AUTHORITY: 
 
 Deputy Secretary of Youth Services as contained in La. R.S. 36:405.  Deviation 

from this policy must be approved by the Deputy Secretary. 
 
II. PURPOSE: 
 
 To establish uniform procedures regarding orientation for all youth housed in Youth 

Services (YS) secure care facilities. 
 
III. APPLICABILITY: 
 
 Deputy Secretary, Assistant Secretary, Chief of Operations, Deputy Assistant 

Secretary/Facilities and Facility Directors. 
 
IV. POLICY: 
 
 It is the Deputy Secretary's policy that each Facility Director shall be responsible 

for developing and implementing an orientation program for youth new to the 
system or youth who are received at the facility as the result of a reassignment. 

 
V. PROCEDURES: 
 
 A. Each facility's youth orientation program shall include, at a minimum, 

information regarding procedures, rules, programs and services. 
 
 B. Each youth shall receive written orientation materials which include, but are 

not limited to information regarding: visiting; telephone; mail, medical 
procedures, facility activities and programs.  In addition, a copy of the Youth  
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  Code of Conduct and the Administrative Remedy Procedure (ARP) shall be 

included in the orientation packet.   
 
 C. Because youth may not be familiar with staff expectations and not understand 

what is expected of them, staff shall explain the steps taken during the 
orientation process, and assist the youth in notifying their families of the 
procedures to follow for mail, telephone and visiting.  In addition, youth should 
be given an opportunity to express concerns and ask questions.  Staff shall 
provide an explanation to youth as to the appropriate staff members to 
contact about particular concerns and/or problems while at the facility ( i.e. 
the role of treatment staff, medical staff, direct care staff and teachers). 

 
 D. Youth who do not understand English shall receive written orientation 

materials and/or translations in their own language.  When a literacy problem 
exists, staff shall assist the youth in understanding the material. 

 
 E. Completion of orientation shall be documented by a signed and dated 

statement by the youth, and filed in Clip VIII of the youth's record.  
 
 F. A Copy of each facility's orientation program shall be forwarded to the Chief of 

Operations and the Deputy Assistant Secretary/Facilities by January 1st of 
each year. 
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